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Flamstead End School aims to maximise school attendance and punctuality rates in 

order to ensure that our children are able to take the fullest advantage of the 

excellent education available to them at Flamstead End. 

Under Section 199 of the 1993 Education Act, a pupil is required to attend regularly 

at the school where he/she is a registered pupil.  The Department of Education sets 

the definition of ‘regularly’ as 96%.  This equates to 8 session absences per 

academic year, and allows for the understanding that it is not uncommon for young 

people to be ill at certain times of the year. This figure also ensures that all pupils are 

able to take advantage of their education; fulfil their potential; and not fall behind 

their peers.  (Department of Education research has shown that children with 

attendance lower than 96% achieve less in both primary and secondary school.)   

It should be noted that even 8 days absence per year equates to nearly two full 

school weeks of learning – a clear disadvantage if you are learning a new sound 

every day in your Reception year as you begin to learn to read: or are a Year 5 or 6 

child approaching ratio and proportion for the first time in maths.  

PUNCTUALITY 

In law, parents are responsible for ensuring that their child attends school regularly 

and punctually. 

We operate a ‘soft start’, this means children may enter the class between the door 

opening time and the door closing time and their teacher will be waiting for them.  

Classroom doors will open at the following time for the soft start:  

Year 1 to 6 8.40am 

Reception 8.50am 

 

The school day starts at the following times and children are expected to be in class 

for the start of the school day. 

Year 1 to 6 8.50am 

Reception  9am 

Nursery 8.45am/12.30pm 

 

Classroom doors will close at:- 

Year 1 to 6 8.50am 

Reception 9am 

Nursery 8.55am/12.40pm 

 

 



If the classroom door is closed when you arrive, parents should take their child or 

children to the school office. 

Pupils who arrive after the classroom door has closed, but before registers close will 

be marked as late but present for the morning session. 

Regular patterns of this type of lateness will be followed up with reminder letters; 

referred to the Attendance Officer if no improvement is noted; and could eventually 

lead to penalty notices being issued. 

Registers close a full 15 minutes after the start of the school day/session at the 

following times: 

Year 1 to 6 9.05am 

Reception 9.15am 

Nursery 9am/12.45pm 

 

Pupils who arrive at school after the registers have closed, and the parent/carer 

provides a satisfactory explanation, will be marked as ‘authorised absent’. If the 

parent fails to provide a satisfactory explanation, the child will be marked as 

‘unauthorised absence’.  Only the school will decide whether the explanation is 

satisfactory.  

Regular patterns of this type of lateness will be followed up with letters; referred to 

our Attendance Improvement Officer if no improvement is noted; and could 

eventually lead to Penalty Notices being issued. 

 

The school day ends at 3.20pm 

It is a parent/carer’s responsibility to collect their children on time at the end of the 

school day.  Children who are not collected from their classroom doors by 3.35pm 

will be taken to the school office. Late pick-up will be registered after this time (a full 

15 minutes after the end of the school day).   

Regular patterns of late pick-up times will be followed up with letters, referred to our 

Attendance Improvement Officer in no improvement is noted; and could eventually 

lead to referrals to Children, Schools and Families. 

 

ABSENCE 

On the very rare occasions when children are ill, parents/carers should telephone the 

school office to provide a reason for the absence. If no phone call is received, then 

the school will contact parents as soon as is practically possible after the registers 

close each morning, in order to confirm the reason for the absence. We shall 



continue to attempt to contact parents/carers and other contact numbers held for 

individual children until we are able to confirm the reason for the absence. This is to 

ensure the safety of all children. 

Once confirmation of the absence is received, the pupil will be marked as absent 

using the appropriate absence code. Only the school can decide whether to 

authorise ill-health absences.  

If parents cannot be contacted, the absence will be unauthorised. 

 

Stage 1 Absence (Letter 1) 

Where children’s absence falls below 96%, parents/carers will be informed of this by 

letter. This is done to acknowledge the attendance rate and perhaps to prompt 

parents to take further advice.  In most cases, this could be due to short spell of 

illness, and the absence is fully explained. 

Stage 2 (Letter 2) 

If absence continues to fall or reaches 93%, all absences will be recorded as 

unauthorised unless conclusive medical evidence is provided to explain each 

absence.  (Except known long-term medical conditions).  This type of declining 

attendance is followed up with a further letter confirming the rate of attendance. 

The school, parents and the Attendance Improvement Officer will work together to 

find ways to sustain improving attendance. 

Stage 3 (Letter 3 – Fixed Penalty Notice Warning Letter) 

As soon as absence has reached stage 2, on the first incidence of any absence after 

Letter 2 has been issued; a Fixed Penalty Notice Warning Letter will be issued.  

If pupils are late on more than two occasions after the issue of a Stage 3 letter, the 

session will be marked as unauthorised, whether an explanation has been provided 

or not.   

Absence will continue to be monitored weekly by the school and the Attendance 

Improvement Officer. 

Stage 4 (Fixed Penalty Notice) 

When 15 sessions of unauthorised absence have been reached, a Fixed Penalty 

Notice will be issued. 

The amount payable is £60 (per parent) if paid within 21 days; or £120 (per parent) if 

paid after 21 days but within 28 days of the receipt of the notice. 

Separate notices are issued to each parent in respect of each child. 



Penalty Notices are sent by first class post and are deemed to have been received 

on the second day after posting. 

Strategies for promoting good attendance 

Flamstead End will provide an environment where pupils feel valued and welcomed, 

and where pupils feel that their presence at school is important. 

Good attendance will be recognised at the end of each year.  Those children with 

attendance of 96% and above with a maximum of 5 lates, will receive a certificate. 

The Headteacher will make a termly report on attendance to the governors. 

The Headteacher, Assistant Headteachers, Sendco and Pupil Support Worker will, 

when appropriate, liaise with other agencies – e.g. Social Services, Families First, 

etc. – when this may assist pupils who are experiencing attendance difficulties. 

Office and support staff will follow up any absences promptly. 

Office staff will review attendance on a half-termly basis. 

Office staff will raise concerns about those with poor attendance to Headteacher as 

soon as possible. 

 

  

 

 


